ﬁ ERLBES
E K 7 i"ij, 3'1:': Jﬁ J-E *E ( M LC) Announcem;:t No. A-21-023
VACANCY ANNOUNCEMENT PIEEEHDIE | 21 Apr 2021
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page. SERUE
IEEAMRIE, KEEREER—LR—CRHOFERELELT I, 4 i1
v httD://www.cnic.navv.miI/reqioninri/om/human re;urces/MLC IHA HT’T Jobs/IN_Forms.html Closing Date Open Untll FIIIEd
#4178
Dat—erof Issue 31 Mar 2021
1. BE3E R Job title (Z#k Grade 1-5/ FEFHEN#K LPL-3) BHEAB | 4. FEEEF Area of Consideration
No. of
.. . . - Recruitment poae = ;
Administrative Specialist #10 e ? BMLOIHAGERR (EEEP)
ot s urren mployee within
B fiﬁﬁ%ﬂﬁ 1% Activity

X] 3R MLC/IHA fit % & (BEEN)
Current MLC/IHA Employee in
commuting distance

EWFHRTORADATREM O No X A& Yes
Acceptance at Lower Grade

FRATHERE VSR EEEE SR Acceptable Trainee level (see block #7):

%1% 14, FBPHE N LPL-2 X B MLCIHARE(EB(RTEHXE)

Current MLC/IHA Employee Japan
Wide

XS O H#eR O &% - BHF O E&%

Administrative Trade & Service  Security & Fire Medical [X 548 Off Base Applicant

=]

2. ERFX Activity 5. EFDFE%E Type of Employment

Fleet Readiness Center Western Pacific X MLC

CO/XO 0 HA

515 Working Place: #&#ih/EAREM Ayase, Atsugi Base ] B4 HPT

3. B 75 RS Work Schedule (8 40 BERS# hriwk ) ] % 5 Permanent

#1758 Work Day: Mon — Fri —
" BRSE Limited T
) F5E5R - 4kE Work Hours / Recess: 0730-1630 /1130-1230 - e

] &1 Night Shift X 5% Overtime X HiEE Business Travel

6. BFEAZ Duties

Serves as personal assistant for the Commanding Officer and Executive Officer for an Echelon 3 Tenant
command and performs a variety of responsible clerical and administrative duties. Screens telephone calls and
visitors for referral to the appropriate department/person if personal attention of CO/XO is not warranted.
Schedules appointments and conferences for CO/XO and notifies desired attendees of time and location.
Arranges location if other than CO/XO’s office. Responsible for administration of executive office, including
routing of incoming correspondence, preparing outgoing correspondence and messages for signature/release.
Ensures outgoing correspondence complies with accepted/established procedures and policy. Coordinates with
Administration Department supervisors to ensure policies are complied with and protocol is maintained.

Provides routine clerical and secretarial support to CO/XO. Types letters, memos, messages, award
recommendations, performance evaluations, fitness reports, etc., ensuring proper format, context and content is
consistent with current directives. When required, attends conferences and meetings and serves as recorder.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

6. BEFEMAZA Duties (Cont’d)

Acts as adviser and interpreter/translator to the CO/XO during meetings with Japanese contractor and or Japanese
government representatives. Advises CO/XO during planning to assure due consideration of public relations
implications. Acts as point of contact between Fleet Readiness Center Western Pacific and representatives of
local and national Japanese Government, civil organizations and agencies. Advises on matters of community
relations and serves as central source of information regarding Japanese culture, customs, and procedures.

Maintains liaison for the CO/XO with various offices of Japanese Government and with other Japanese Nationals
relative to appointments, administrative arrangements, etc. Coordinates such things as courtesy calls to be made
by American visitors. Assists in preparing itineraries and makes administrative arrangements necessary for visits.
Aids in administrative arrangements for receptions given by the Commanding Officer. Guests for such occasions
include Japanese Government officials. Provide biographical data, as required, on Japanese officials visiting the
headquarters. Provides assistance and advice to the CO/XO on local customs, social usage, policies and
procedures in connection with official and unofficial contacts with Japanese Government offices and Japanese
Nationals. Provides general information on Japan, as requested by the CO/XO.

7. BREMH BKEMHE Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ TOERIHELEREH

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
(Please see last page for LPL)

#1 THITR SRR FREAI L L ~IVITHI Y T~ D RGE DREFREN DM E L 720 £+, (B EZ)

- Knowledge of secretarial /administrative work
- Skill in operating Microsoft Office Suite (Word, Excel, Access and PowerPoint)

BWT 1-5:
- At least one year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work,
OR completion of 4-year college/university in a related field.

BWT 1-4:
- At least one year of clerical, technical or administrative work experience in any field, OR completion of 4-year
college/university in any field.

Non-Japanese Applicants: Only those who possess permanent residential status are eligible. Please attach copy of
Residence Card (both front and back sides) and Passport to your application.

Former US Military Members: Please attach DD Form 214 Copy (Member-4 copy) to your application. Former
military retirees must first obtain approval for employment under foreign government from the Chief of Naval
Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

= Educational Background : See block #7 | 255 5F. /16 T 5 License/Certificate Required : See Block #7




8. 1249 % ¥ ? Application and Associated Documents

*X] 2R IS5 R #E Application for Vacancy Announcement, HROY Form 1 (16 Apr 18) *1
*X] P 7SR FEZE Resume of Specialized Work Experience (HROY Form) *2
*MDEE AL Complete * in [ HAEE T Japanese [X] #EET English [] &% & T4 Either

EEEHKE, LFOWRLEYSFHoO—KLTTFEL,
http://www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html

X REFEE - BERAE - B TELD 1O E— (7T WMEHIZKZ H SIHEE) Copy of license/certificate (if any in block 7 applies).

X HEEDREHFFIAT 5 1L DDE L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, HER DA BRI
SEAZ L LCRZIIFITET, (GERIEMREESLALCPT £0) ZOMOIHAE, RUKEEKNICHTIEEHER
FRalERYES, REBEZHESEHEITHA L LEAAZTORENBETT,

Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X84 MUIF T L. CHEEOEBERS F/T- KA T EVIREMAHE (12cm x 23.5cm) <EZ#EFBENH >
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.) <For selection
notice >

X REBENEBXEETHH L TLDAIX., HEICETIEMR] #TEEOWRL LYFHoO—FLTTEL,
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN Forms.html

X BAREEUNDOAIX, EZH—F (@@E) RU/NX7R— b0 E— For non-Japanese citizen applicants, copy of
Residence Card (both front and back) and Passport .

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

BEICHT 5 IEEE
*1 ZEEISS AR Application for Vacancy Announcement, HROY Form 1 (& 2018 £4 A 16 HRZEA L TTF &L,
Please submit Application for Vacancy Announcement, HROY Form 1 edited on 16 Apr 2018.
%2 IR FEIRFEZE Resume of Specialized Work Experience, HROY Form [&, FREEZX. EEHDZAH S HE
LTFELY,
Please refer Example on back side of Resume of Specialized Work Experience, HROY Form.

*CERATHEDEREBZELZLTLAL., XEFEETHE. RARNOGHEEFTREORREGTY FTEA,
Ineligible applicants or incomplete applications will not be referred for consideration.

* BEERURTERETWUBFE IBFETICREERR (KKRESHR) REDI L,
Please send application and attachments to office to submit address (Please see last page) by 1500 of the Cut Off/Closing date of
the announcement.

*RHSNEBHEHEREERLLERA,

Submitted applications will not be returned.

* IEEZELIZIL, EFREICKYBIY LI ENHYET,
After 18 Cut Off Date, announcement may close due to decision of selection.
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” - _ B0
& it i -
R LyE 85k for Job Inquiries IS5 F#R E0% 5E Office to Mail For Official Use
Current USFJ Employee Current USFJ Employee PDNO:
BitXE MetEE MRS RE% FRCWP-00-001
AEXRBEEREMASH T252-1101 ##=)IIIR #&#™
CNRJ HRO EBEXBEEAREMAEE HRO Box 12
DSN 264-3427 / 3624 | 3425 Ayase-Shi, Kanagawa-ken
B046-763- 3427 / 3624 / 3425 CNRJ HRO Box 12
T252-1101
Off Base Applicant Off Base Applicant
NEIEEE BEEE - NERISEE IRk
FHEIEWAE R EER B8 T252-0011 #5)IIE BT K& 1-46-1
B FHEEEE ERE EER EEE R
Zama Branch of Labor Management 1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Organization, Management Section 2 Zama Branch of Labor Management Organization
B046-251-0667 Management Section 2
T252-0011

BHETOLELINIEBEFENE (LPL) LALETRESET S,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

20162 A8AATL Y MItERA SN HEMLC/IHARX B T, 20165F2A8ARIICHEITINI-ALCPTHRER ZHHLDA
(. ZOHBBEROFBERLALS (TS50 RT77—H—] Eh, TOHADBHELPLLALELTEEENET,

For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result
dated prior to 8 February 2016, the attained level will be “grandfathered” and honored as the employee’s current LPL.

TOEIC ALCPT TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) CASEC EIKEN
LPL et h i:ster Based g::;zl,:ee:t lrnet;rnet Based g
4 — Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
BROBNEET S
3 — Fluent proficiency 730 ~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1st
R & OSLENEET S
2 — Average proficiency 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 2nd
FIHRENEET S
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 Pre-2nd
MSHLGRENEET D
Pre-1 — Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(E18) SNBROENEETSTS
0 - No language proficiency
EFENEERSGL

PRIVACY ACT STATEMENT {EAIEERIFEIZDL\T

AUTHORITY: Executive Order 10450, 9397; and Japan Law Conceming Protection of Personal Information (Law No. 57 of 2003).

S REATEERS 10450,9397 ; BU BAH - EABSBORE Y 5EE (Fl1 SEEEFEI+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of human life, safety and property, NOTE: Records will be securely
maintained in either an electronic or paper form.

B NEDLd., T2, UECRELERREOEFDZITEANE LT, BANERERRT 54,

D - ERIIETEX. L L EERICTHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.

FIMBA: TEMOERIPDER. R CERCENEREHET 55,

DISCLOSURE : Disclosure of this information is volunttary; however, failure to provide the requested information may impede, delay or prevent further processing of administrative actions.

1ERFR EABROFRIEETTD, BRENERERBE LA STIGE. TOROFHREDHIT, Bh., HAHNIFHHHELLIELHYET,

Format revised. 2016-03-08




